
Question (Eng) Question (Guj) Option A Option B Option C Option D Correct 
Answer

What is a computer? કƠƜȻટુર Ƀુ ંછે? Electronic machine Mechanical device Living being Vehicle A
CPU stands for? CPU ȵુ ંȶણૂ½ નામ Ƀુ ંછે? Central Program Unit Central Processing Unit Computer Personal 

Unit
Control Processing 
Unit

B

Brain of computer? કƠƜȻટુરȵુ ંમગજ કȻુ ંછે? RAM Hard Disk CPU Monitor C
Which is input device? ઇનȶટુ �ડવાઇસ કȻુ ંછે? Monitor Printer Keyboard Speaker C
Which is output device? આઉટȶટુ �ડવાઇસ કȻુ ંછે? Mouse Keyboard Scanner Printer D

RAM is? RAM Ƀુ ંછે? Permanent memory Temporary memory Secondary memory Optical memory B
ROM is? ROM Ƀુ ંછે? Temporary Permanent Volatile Cache B
Full form of ALU? ALU ȵુ ંȶણૂ½ નામ Ƀુ ંછે? Arithmetic Logic Unit Advanced Logic Unit Array Logic Unit Arithmetic Level Unit A

Which memory is volatile? કઈ મેમર� volatile છે? ROM Hard Disk RAM Pen Drive C
Which is secondary storage? સેકƛડર� ƨટોર°જ કȻુ ંછે? RAM Cache Hard Disk Register C

Cache memory is? ક°શ મેમર� Ƀુ ંછે? Fast memory Slow memory Permanent External A
Which is primary memory? ̆ાથિમક મેમર� કઈ છે? Hard Disk RAM CD Pen Drive B
Which unit performs 
calculations?

ગણતર� કઈ Ȼિુનટ કર° છે? ALU CU RAM ROM A

CU stands for? CU ȵુ ંȶણૂ½ નામ? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit Ƀુ ંછે? Binary Digit Byte Block Band A
Byte = ? 1 Byte = ? 4 bits 8 bits 16 bits 32 bits B
1 MB = ? 1 MB ક°ટલા KB? 1000 1024 512 2048 B
Which is OS? ઓપર°�ટ�ગ િસƨટમ કઈ છે? Windows MS Word Paint Excel A

Linux is? Linux Ƀુ ંછે? Application Hardware Operating System Device C
Which is open source OS? ઓપન સોસ½ OS કȻુ ંછે? Windows Linux DOS macOS B
Which key saves file? ફાઇલ સેવ કરવા કઈ ક�? Ctrl+S Ctrl+C Ctrl+V Ctrl+X A
Which key copies text? ટ°ƈƨટ કૉપી કરવા કઈ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Which key pastes text? ટ°ƈƨટ પƨેટ કરવા કઈ ક�? Ctrl+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? ટ°ƈƨટ કટ કરવા કઈ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
MS Excel is used for? MS Excel નો ઉપયોગ શ ે

માટ°?
Typing Calculation Drawing Music B



PowerPoint is used for? PowerPoint નો ઉપયોગ? Calculation Typing Presentation Database C
MS Word is used for? MS Word નો ઉપયોગ? Typing Calculation Presentation Drawing A
Full form of WWW? WWW ȵુ ંȶણૂ½ નામ? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email નો અથ½? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? ̈ાઉઝર કȻુ ંછે? Google Chrome Yahoo Gmail B
Which is search engine? સચ½ એ�ƛજન કȻુ ંછે? Chrome Google Firefox Opera B
URL stands for? URL ȵુ ંȶણૂ½ નામ? Uniform Resource 

Locator
Universal Resource Link Unique Record Locator Uniform Record Link A

HTML is? HTML Ƀુ ંછે? Programming language Markup language OS Software B

Antivirus used for? એƛટ�વાયરસનો ઉપયોગ? Security Typing Storage Calculation A

Firewall used for? ફાયરવોલનો ઉપયોગ? Security Typing Processing Storage A
Which is hardware? હાડ½વેર કȻુ ંછે? Mouse Windows Linux MS Word A
Which is software? સોƝટવેર કȻુ ંછે? Keyboard Monitor Windows Mouse C
Cache memory is? ક°શ મેમર� Ƀુ ંછે? Fast memory Slow memory Permanent External A
Which is primary memory? ̆ાથિમક મેમર� કઈ છે? Hard Disk RAM CD Pen Drive B
Which unit performs 
calculations?

ગણતર� કઈ Ȼિુનટ કર° છે? ALU CU RAM ROM A

CU stands for? CU ȵુ ંȶણૂ½ નામ? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit Ƀુ ંછે? Binary Digit Byte Block Band A
Byte = ? 1 Byte = ? 4 bits 8 bits 16 bits 32 bits B
1 MB = ? 1 MB ક°ટલા KB? 1000 1024 512 2048 B
Which is OS? ઓપર°�ટ�ગ િસƨટમ કઈ છે? Windows MS Word Paint Excel A

Linux is? Linux Ƀુ ંછે? Application Hardware Operating System Device C
Which is open source OS? ઓપન સોસ½ OS કȻુ ંછે? Windows Linux DOS macOS B
Which key saves file? ફાઇલ સેવ કરવા કઈ ક�? Ctrl+S Ctrl+C Ctrl+V Ctrl+X A
Which key copies text? ટ°ƈƨટ કૉપી કરવા કઈ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Which key pastes text? ટ°ƈƨટ પƨેટ કરવા કઈ ક�? Ctrl+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? ટ°ƈƨટ કટ કરવા કઈ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
MS Excel is used for? MS Excel નો ઉપયોગ શ ે

માટ°?
Typing Calculation Drawing Music B

PowerPoint is used for? PowerPoint નો ઉપયોગ? Calculation Typing Presentation Database C



MS Word is used for? MS Word નો ઉપયોગ? Typing Calculation Presentation Drawing A
Full form of WWW? WWW ȵુ ંȶણૂ½ નામ? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email નો અથ½? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? ̈ાઉઝર કȻુ ંછે? Google Chrome Yahoo Gmail B
Which is search engine? સચ½ એ�ƛજન કȻુ ંછે? Chrome Google Firefox Opera B
URL stands for? URL ȵુ ંȶણૂ½ નામ? Uniform Resource 

Locator
Universal Resource Link Unique Record Locator Uniform Record Link A

HTML is? HTML Ƀુ ંછે? Programming language Markup language OS Software B

Antivirus used for? એƛટ�વાયરસનો ઉપયોગ? Security Typing Storage Calculation A

Firewall used for? ફાયરવોલનો ઉપયોગ? Security Typing Processing Storage A
Which is hardware? હાડ½વેર કȻુ ંછે? Mouse Windows Linux MS Word A
Which is software? સોƝટવેર કȻુ ંછે? Keyboard Monitor Windows Mouse C
Cache memory is? ક°શ મેમર� Ƀુ ંછે? Fast memory Slow memory Permanent External A
Which is primary memory? ̆ાથિમક મેમર� કઈ છે? Hard Disk RAM CD Pen Drive B
Which unit performs 
calculations?

ગણતર� કઈ Ȼિુનટ કર° છે? ALU CU RAM ROM A

CU stands for? CU ȵુ ંȶણૂ½ નામ? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit Ƀુ ંછે? Binary Digit Byte Block Band A
Byte = ? 1 Byte = ? 4 bits 8 bits 16 bits 32 bits B
1 MB = ? 1 MB ક°ટલા KB? 1000 1024 512 2048 B
Which is OS? ઓપર°�ટ�ગ િસƨટમ કઈ છે? Windows MS Word Paint Excel A

Linux is? Linux Ƀુ ંછે? Application Hardware Operating System Device C
Which is open source OS? ઓપન સોસ½ OS કȻુ ંછે? Windows Linux DOS macOS B
Which key saves file? ફાઇલ સેવ કરવા કઈ ક�? Ctrl+S Ctrl+C Ctrl+V Ctrl+X A
Which key copies text? ટ°ƈƨટ કૉપી કરવા કઈ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Which key pastes text? ટ°ƈƨટ પƨેટ કરવા કઈ ક�? Ctrl+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? ટ°ƈƨટ કટ કરવા કઈ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
MS Excel is used for? MS Excel નો ઉપયોગ શ ે

માટ°?
Typing Calculation Drawing Music B

PowerPoint is used for? PowerPoint નો ઉપયોગ? Calculation Typing Presentation Database C
MS Word is used for? MS Word નો ઉપયોગ? Typing Calculation Presentation Drawing A



Full form of WWW? WWW ȵુ ંȶણૂ½ નામ? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email નો અથ½? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? ̈ાઉઝર કȻુ ંછે? Google Chrome Yahoo Gmail B
Which is search engine? સચ½ એ�ƛજન કȻુ ંછે? Chrome Google Firefox Opera B
URL stands for? URL ȵુ ંȶણૂ½ નામ? Uniform Resource 

Locator
Universal Resource Link Unique Record Locator Uniform Record Link A

HTML is? HTML Ƀુ ંછે? Programming language Markup language OS Software B

Antivirus used for? એƛટ�વાયરસનો ઉપયોગ? Security Typing Storage Calculation A

Firewall used for? ફાયરવોલનો ઉપયોગ? Security Typing Processing Storage A
Which is hardware? હાડ½વેર કȻુ ંછે? Mouse Windows Linux MS Word A
Which is software? સોƝટવેર કȻુ ંછે? Keyboard Monitor Windows Mouse C
Cache memory is? ક°શ મેમર� Ƀુ ંછે? Fast memory Slow memory Permanent External A
Which is primary memory? ̆ાથિમક મેમર� કઈ છે? Hard Disk RAM CD Pen Drive B
Which unit performs 
calculations?

ગણતર� કઈ Ȼિુનટ કર° છે? ALU CU RAM ROM A

CU stands for? CU ȵુ ંȶણૂ½ નામ? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit Ƀુ ંછે? Binary Digit Byte Block Band A
Byte = ? 1 Byte = ? 4 bits 8 bits 16 bits 32 bits B
1 MB = ? 1 MB ક°ટલા KB? 1000 1024 512 2048 B
Which is OS? ઓપર°�ટ�ગ િસƨટમ કઈ છે? Windows MS Word Paint Excel A

Linux is? Linux Ƀુ ંછે? Application Hardware Operating System Device C
MS Word 2016 is a type of? MS Word 2016 કયા ̆કારȵુ ં

સોƝટવેર છે?
System software Application software Utility software Programming 

software
B

MS Word is used for? MS Word નો ઉપયોગ શા 
માટ° થાય છે?

Typing documents Calculations Presentations Browsing A

Default file extension of Word 
2016?

Word 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

 .txt .doc .docx .pdf C

Shortcut for Save? Save માટ° શોટ½કટ ક� કઈ છે? Ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print માટ° શોટ½કટ ક� કઈ છે? Ctrl+S Ctrl+O Ctrl+P Ctrl+N C



Shortcut for Copy? Copy માટ° શોટ½કટ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Shortcut for Paste? Paste માટ° શોટ½કટ ક�? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A
Shortcut for Cut? Cut માટ° શોટ½કટ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
Bold shortcut key? Bold માટ° શોટ½કટ ક�? Ctrl+B Ctrl+I Ctrl+U Ctrl+L A
Italic shortcut key? Italic માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+E C
Underline shortcut key? Underline માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+L B

Alignment left shortcut? Left alignment માટ° શોટ½કટ? Ctrl+L Ctrl+R Ctrl+E Ctrl+J A

Alignment center shortcut? Center alignment માટ° 
શોટ½કટ?

Ctrl+E Ctrl+L Ctrl+R Ctrl+J A

Alignment right shortcut? Right alignment માટ° 
શોટ½કટ?

Ctrl+R Ctrl+E Ctrl+L Ctrl+J A

Justify alignment shortcut? Justify alignment માટ° 
શોટ½કટ?

Ctrl+J Ctrl+L Ctrl+R Ctrl+E A

MS Word is developed by? MS Word કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Page orientation types? Page orientationના ̆કાર 
ક°ટલા છે?

1 2 3 4 B

Which is NOT orientation? Orientation નથી કȻુ?ં Portrait Landscape Vertical Horizontal C
Header is? Header Ƀુ ંછે? Top margin area Bottom margin area Side margin Center text A
Footer is? Footer Ƀુ ંછે? Top margin Bottom margin Side margin Text body B
MS Word 2016 is a type of? MS Word 2016 કયા ̆કારȵુ ં

સોƝટવેર છે?
System software Application software Utility software Programming 

software
B

MS Word is used for? MS Word નો ઉપયોગ શા 
માટ° થાય છે?

Typing documents Calculations Presentations Browsing A

Default file extension of Word 
2016?

Word 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

 .txt .doc .docx .pdf C

Shortcut for Save? Save માટ° શોટ½કટ ક� કઈ છે? Ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print માટ° શોટ½કટ ક� કઈ છે? Ctrl+S Ctrl+O Ctrl+P Ctrl+N C

Shortcut for Copy? Copy માટ° શોટ½કટ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Shortcut for Paste? Paste માટ° શોટ½કટ ક�? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A



Shortcut for Cut? Cut માટ° શોટ½કટ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
Bold shortcut key? Bold માટ° શોટ½કટ ક�? Ctrl+B Ctrl+I Ctrl+U Ctrl+L A
Italic shortcut key? Italic માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+E C
Underline shortcut key? Underline માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+L B

Alignment left shortcut? Left alignment માટ° શોટ½કટ? Ctrl+L Ctrl+R Ctrl+E Ctrl+J A

Alignment center shortcut? Center alignment માટ° 
શોટ½કટ?

Ctrl+E Ctrl+L Ctrl+R Ctrl+J A

Alignment right shortcut? Right alignment માટ° 
શોટ½કટ?

Ctrl+R Ctrl+E Ctrl+L Ctrl+J A

Justify alignment shortcut? Justify alignment માટ° 
શોટ½કટ?

Ctrl+J Ctrl+L Ctrl+R Ctrl+E A

MS Word is developed by? MS Word કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Page orientation types? Page orientationના ̆કાર 
ક°ટલા છે?

1 2 3 4 B

Which is NOT orientation? Orientation નથી કȻુ?ં Portrait Landscape Vertical Horizontal C
Header is? Header Ƀુ ંછે? Top margin area Bottom margin area Side margin Center text A
Footer is? Footer Ƀુ ંછે? Top margin Bottom margin Side margin Text body B
MS Word 2016 is a type of? MS Word 2016 કયા ̆કારȵુ ં

સોƝટવેર છે?
System software Application software Utility software Programming 

software
B

MS Word is used for? MS Word નો ઉપયોગ શા 
માટ° થાય છે?

Typing documents Calculations Presentations Browsing A

Default file extension of Word 
2016?

Word 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

 .txt .doc .docx .pdf C

Shortcut for Save? Save માટ° શોટ½કટ ક� કઈ છે? Ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print માટ° શોટ½કટ ક� કઈ છે? Ctrl+S Ctrl+O Ctrl+P Ctrl+N C

Shortcut for Copy? Copy માટ° શોટ½કટ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Shortcut for Paste? Paste માટ° શોટ½કટ ક�? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A
Shortcut for Cut? Cut માટ° શોટ½કટ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
Bold shortcut key? Bold માટ° શોટ½કટ ક�? Ctrl+B Ctrl+I Ctrl+U Ctrl+L A



Italic shortcut key? Italic માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+E C
Underline shortcut key? Underline માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+L B

Alignment left shortcut? Left alignment માટ° શોટ½કટ? Ctrl+L Ctrl+R Ctrl+E Ctrl+J A

Alignment center shortcut? Center alignment માટ° 
શોટ½કટ?

Ctrl+E Ctrl+L Ctrl+R Ctrl+J A

Alignment right shortcut? Right alignment માટ° 
શોટ½કટ?

Ctrl+R Ctrl+E Ctrl+L Ctrl+J A

Justify alignment shortcut? Justify alignment માટ° 
શોટ½કટ?

Ctrl+J Ctrl+L Ctrl+R Ctrl+E A

MS Word is developed by? MS Word કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Page orientation types? Page orientationના ̆કાર 
ક°ટલા છે?

1 2 3 4 B

Which is NOT orientation? Orientation નથી કȻુ?ં Portrait Landscape Vertical Horizontal C
Header is? Header Ƀુ ંછે? Top margin area Bottom margin area Side margin Center text A
Footer is? Footer Ƀુ ંછે? Top margin Bottom margin Side margin Text body B
MS Word 2016 is a type of? MS Word 2016 કયા ̆કારȵુ ં

સોƝટવેર છે?
System software Application software Utility software Programming 

software
B

MS Word is used for? MS Word નો ઉપયોગ શા 
માટ° થાય છે?

Typing documents Calculations Presentations Browsing A

Default file extension of Word 
2016?

Word 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

 .txt .doc .docx .pdf C

Shortcut for Save? Save માટ° શોટ½કટ ક� કઈ છે? Ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print માટ° શોટ½કટ ક� કઈ છે? Ctrl+S Ctrl+O Ctrl+P Ctrl+N C

Shortcut for Copy? Copy માટ° શોટ½કટ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Shortcut for Paste? Paste માટ° શોટ½કટ ક�? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A
Shortcut for Cut? Cut માટ° શોટ½કટ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
Bold shortcut key? Bold માટ° શોટ½કટ ક�? Ctrl+B Ctrl+I Ctrl+U Ctrl+L A
Italic shortcut key? Italic માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+E C



Underline shortcut key? Underline માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+L B

Alignment left shortcut? Left alignment માટ° શોટ½કટ? Ctrl+L Ctrl+R Ctrl+E Ctrl+J A

Alignment center shortcut? Center alignment માટ° 
શોટ½કટ?

Ctrl+E Ctrl+L Ctrl+R Ctrl+J A

Alignment right shortcut? Right alignment માટ° 
શોટ½કટ?

Ctrl+R Ctrl+E Ctrl+L Ctrl+J A

Justify alignment shortcut? Justify alignment માટ° 
શોટ½કટ?

Ctrl+J Ctrl+L Ctrl+R Ctrl+E A

MS Word is developed by? MS Word કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Page orientation types? Page orientationના ̆કાર 
ક°ટલા છે?

1 2 3 4 B

Which is NOT orientation? Orientation નથી કȻુ?ં Portrait Landscape Vertical Horizontal C
Header is? Header Ƀુ ંછે? Top margin area Bottom margin area Side margin Center text A
Footer is? Footer Ƀુ ંછે? Top margin Bottom margin Side margin Text body B
MS Word 2016 is a type of? MS Word 2016 કયા ̆કારȵુ ં

સોƝટવેર છે?
System software Application software Utility software Programming 

software
B

MS Word is used for? MS Word નો ઉપયોગ શા 
માટ° થાય છે?

Typing documents Calculations Presentations Browsing A

Default file extension of Word 
2016?

Word 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

 .txt .doc .docx .pdf C

Shortcut for Save? Save માટ° શોટ½કટ ક� કઈ છે? Ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print માટ° શોટ½કટ ક� કઈ છે? Ctrl+S Ctrl+O Ctrl+P Ctrl+N C

Shortcut for Copy? Copy માટ° શોટ½કટ ક�? Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C
Shortcut for Paste? Paste માટ° શોટ½કટ ક�? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A
Shortcut for Cut? Cut માટ° શોટ½કટ ક�? Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A
Bold shortcut key? Bold માટ° શોટ½કટ ક�? Ctrl+B Ctrl+I Ctrl+U Ctrl+L A
Italic shortcut key? Italic માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+E C
Underline shortcut key? Underline માટ° શોટ½કટ ક�? Ctrl+B Ctrl+U Ctrl+I Ctrl+L B



Alignment left shortcut? Left alignment માટ° શોટ½કટ? Ctrl+L Ctrl+R Ctrl+E Ctrl+J A

Alignment center shortcut? Center alignment માટ° 
શોટ½કટ?

Ctrl+E Ctrl+L Ctrl+R Ctrl+J A

Alignment right shortcut? Right alignment માટ° 
શોટ½કટ?

Ctrl+R Ctrl+E Ctrl+L Ctrl+J A

Justify alignment shortcut? Justify alignment માટ° 
શોટ½કટ?

Ctrl+J Ctrl+L Ctrl+R Ctrl+E A

MS Word is developed by? MS Word કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Page orientation types? Page orientationના ̆કાર 
ક°ટલા છે?

1 2 3 4 B

Which is NOT orientation? Orientation નથી કȻુ?ં Portrait Landscape Vertical Horizontal C
Header is? Header Ƀુ ંછે? Top margin area Bottom margin area Side margin Center text A
Footer is? Footer Ƀુ ંછે? Top margin Bottom margin Side margin Text body B
MS Excel 2016 is used for? MS Excel 2016 નો ઉપયોગ 

શા માટ° થાય છે?
Typing Calculation Presentation Browsing B

Default file extension of Excel 
2016?

Excel 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

.xls .xlsx .docx .pptx B

Excel is developed by? Excel કોના Ďારા બનાવાȻુ ં
છે?

Google Apple Microsoft IBM C

Worksheet is? Worksheet Ƀુ ંછે? Row Column Sheet File C
Workbook is? Workbook Ƀુ ંછે? Single sheet Multiple sheets Row Column B
Intersection of row and column? Row અને Column મળ�ન ેɃુ ં

બને?
Cell Range Sheet Box A

Active cell is? Active cell Ƀુ ંછે? Selected cell Row Column Sheet A
Rows are identified by? Rows ક°વી ર�ત ેઓળખાય 

છે?
Numbers Letters Symbols Colors A

Columns are identified by? Columns ક°વી ર�ત ે
ઓળખાય છે?

Numbers Letters Symbols Colors B

Maximum columns in Excel 
2016?

Excel 2016 મા ંમહĂમ 
columns ક°ટલા?

256 1024 16384 65536 C

Maximum rows in Excel 2016? Excel 2016 મા ંમહĂમ rows 
ક°ટલા?

65536 1048576 16384 1024 B



Formula starts with? Formula કઈ િનશાનીથી શĮ 
થાય છે?

@ # = $ C

SUM function is used for? SUM function નો ઉપયોગ? Average Total Count Maximum B

AVERAGE function is used for? AVERAGE function નો 
ઉપયોગ?

Total Average Maximum Minimum B

COUNT function counts? COUNT function Ƀુ ંગણે? Text Numbers Blanks Errors B
MAX function returns? MAX function Ƀુ ંઆપે? Smallest value Largest value Average Total B
MIN function returns? MIN function Ƀુ ંઆપે? Largest Smallest Total Average B
IF function is? IF function Ƀુ ંછે? Logical Math Text Date A
Which is logical function? લો�જકલ function કȻુ ંછે? SUM IF AVERAGE MAX B

Chart is used for? Chart નો ઉપયોગ શા માટ° 
થાય છે?

Calculation Graphical display Typing Printing B

Which is NOT chart type? Chart ̆કાર નથી કȻુ?ં Bar Pie Line Letter D
Cell address example? Cell address ȵુ ંઉદાહરણ? 1A A1 AA 11 B

Range example? Range ȵુ ંઉદાહરણ? A1 A1:A10 Row1 ColA B
Freeze Panes is used to? Freeze Panes નો ઉપયોગ? Lock cells Freeze rows/columns Delete data Format cells B

Filter is used to? Filter નો ઉપયોગ? Sort data Display specific data Delete data Print data B
Sort is used to? Sort નો ઉપયોગ? Arrange data Delete data Hide data Copy data A
Which key edits cell? Cell edit કરવા કઈ ક�? F1 F2 F5 F7 B
AutoSum shortcut? AutoSum શોટ½કટ ક�? Alt + = Ctrl + S Ctrl + A Alt + F4 A
Pivot Table is used for? Pivot Table નો ઉપયોગ? Typing Data analysis Chart Printing B
Conditional Formatting is used 
for?

Conditional Formatting નો 
ઉપયોગ?

Highlight data Delete data Sort data Protect sheet A

MS Excel 2016 is used for? MS Excel 2016 નો ઉપયોગ 
શા માટ° થાય છે?

Typing Calculation Presentation Browsing B

Default file extension of Excel 
2016?

Excel 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

.xls .xlsx .docx .pptx B

Excel is developed by? Excel કોના Ďારા બનાવાȻુ ં
છે?

Google Apple Microsoft IBM C

Worksheet is? Worksheet Ƀુ ંછે? Row Column Sheet File C



Workbook is? Workbook Ƀુ ંછે? Single sheet Multiple sheets Row Column B
Intersection of row and column? Row અને Column મળ�ન ેɃુ ં

બને?
Cell Range Sheet Box A

Active cell is? Active cell Ƀુ ંછે? Selected cell Row Column Sheet A
Rows are identified by? Rows ક°વી ર�ત ેઓળખાય 

છે?
Numbers Letters Symbols Colors A

Columns are identified by? Columns ક°વી ર�ત ે
ઓળખાય છે?

Numbers Letters Symbols Colors B

Maximum columns in Excel 
2016?

Excel 2016 મા ંમહĂમ 
columns ક°ટલા?

256 1024 16384 65536 C

Maximum rows in Excel 2016? Excel 2016 મા ંમહĂમ rows 
ક°ટલા?

65536 1048576 16384 1024 B

Formula starts with? Formula કઈ િનશાનીથી શĮ 
થાય છે?

@ # = $ C

SUM function is used for? SUM function નો ઉપયોગ? Average Total Count Maximum B

AVERAGE function is used for? AVERAGE function નો 
ઉપયોગ?

Total Average Maximum Minimum B

COUNT function counts? COUNT function Ƀુ ંગણે? Text Numbers Blanks Errors B
MAX function returns? MAX function Ƀુ ંઆપે? Smallest value Largest value Average Total B
MIN function returns? MIN function Ƀુ ંઆપે? Largest Smallest Total Average B
IF function is? IF function Ƀુ ંછે? Logical Math Text Date A
Which is logical function? લો�જકલ function કȻુ ંછે? SUM IF AVERAGE MAX B

Chart is used for? Chart નો ઉપયોગ શા માટ° 
થાય છે?

Calculation Graphical display Typing Printing B

Which is NOT chart type? Chart ̆કાર નથી કȻુ?ં Bar Pie Line Letter D
Cell address example? Cell address ȵુ ંઉદાહરણ? 1A A1 AA 11 B

Range example? Range ȵુ ંઉદાહરણ? A1 A1:A10 Row1 ColA B
Freeze Panes is used to? Freeze Panes નો ઉપયોગ? Lock cells Freeze rows/columns Delete data Format cells B

Filter is used to? Filter નો ઉપયોગ? Sort data Display specific data Delete data Print data B
Sort is used to? Sort નો ઉપયોગ? Arrange data Delete data Hide data Copy data A



Which key edits cell? Cell edit કરવા કઈ ક�? F1 F2 F5 F7 B
AutoSum shortcut? AutoSum શોટ½કટ ક�? Alt + = Ctrl + S Ctrl + A Alt + F4 A
Pivot Table is used for? Pivot Table નો ઉપયોગ? Typing Data analysis Chart Printing B
Conditional Formatting is used 
for?

Conditional Formatting નો 
ઉપયોગ?

Highlight data Delete data Sort data Protect sheet A

MS Excel 2016 is used for? MS Excel 2016 નો ઉપયોગ 
શા માટ° થાય છે?

Typing Calculation Presentation Browsing B

Default file extension of Excel 
2016?

Excel 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

.xls .xlsx .docx .pptx B

Excel is developed by? Excel કોના Ďારા બનાવાȻુ ં
છે?

Google Apple Microsoft IBM C

Worksheet is? Worksheet Ƀુ ંછે? Row Column Sheet File C
Workbook is? Workbook Ƀુ ંછે? Single sheet Multiple sheets Row Column B
Intersection of row and column? Row અને Column મળ�ન ેɃુ ં

બને?
Cell Range Sheet Box A

Active cell is? Active cell Ƀુ ંછે? Selected cell Row Column Sheet A
Rows are identified by? Rows ક°વી ર�ત ેઓળખાય 

છે?
Numbers Letters Symbols Colors A

Columns are identified by? Columns ક°વી ર�ત ે
ઓળખાય છે?

Numbers Letters Symbols Colors B

Maximum columns in Excel 
2016?

Excel 2016 મા ંમહĂમ 
columns ક°ટલા?

256 1024 16384 65536 C

Maximum rows in Excel 2016? Excel 2016 મા ંમહĂમ rows 
ક°ટલા?

65536 1048576 16384 1024 B

Formula starts with? Formula કઈ િનશાનીથી શĮ 
થાય છે?

@ # = $ C

SUM function is used for? SUM function નો ઉપયોગ? Average Total Count Maximum B

AVERAGE function is used for? AVERAGE function નો 
ઉપયોગ?

Total Average Maximum Minimum B

COUNT function counts? COUNT function Ƀુ ંગણે? Text Numbers Blanks Errors B
MAX function returns? MAX function Ƀુ ંઆપે? Smallest value Largest value Average Total B
MIN function returns? MIN function Ƀુ ંઆપે? Largest Smallest Total Average B
IF function is? IF function Ƀુ ંછે? Logical Math Text Date A



Which is logical function? લો�જકલ function કȻુ ંછે? SUM IF AVERAGE MAX B

Chart is used for? Chart નો ઉપયોગ શા માટ° 
થાય છે?

Calculation Graphical display Typing Printing B

Which is NOT chart type? Chart ̆કાર નથી કȻુ?ં Bar Pie Line Letter D
Cell address example? Cell address ȵુ ંઉદાહરણ? 1A A1 AA 11 B

Range example? Range ȵુ ંઉદાહરણ? A1 A1:A10 Row1 ColA B
Freeze Panes is used to? Freeze Panes નો ઉપયોગ? Lock cells Freeze rows/columns Delete data Format cells B

Filter is used to? Filter નો ઉપયોગ? Sort data Display specific data Delete data Print data B
Sort is used to? Sort નો ઉપયોગ? Arrange data Delete data Hide data Copy data A
Which key edits cell? Cell edit કરવા કઈ ક�? F1 F2 F5 F7 B
AutoSum shortcut? AutoSum શોટ½કટ ક�? Alt + = Ctrl + S Ctrl + A Alt + F4 A
Pivot Table is used for? Pivot Table નો ઉપયોગ? Typing Data analysis Chart Printing B
Conditional Formatting is used 
for?

Conditional Formatting નો 
ઉપયોગ?

Highlight data Delete data Sort data Protect sheet A

MS Excel 2016 is used for? MS Excel 2016 નો ઉપયોગ 
શા માટ° થાય છે?

Typing Calculation Presentation Browsing B

Default file extension of Excel 
2016?

Excel 2016 ફાઇલȵુ ં�ડફોƣટ 
એƈƨટ°ƛશન Ƀુ ંછે?

.xls .xlsx .docx .pptx B

Excel is developed by? Excel કોના Ďારા બનાવાȻુ ં
છે?

Google Apple Microsoft IBM C

Worksheet is? Worksheet Ƀુ ંછે? Row Column Sheet File C
Workbook is? Workbook Ƀુ ંછે? Single sheet Multiple sheets Row Column B
Intersection of row and column? Row અને Column મળ�ન ેɃુ ં

બને?
Cell Range Sheet Box A

Active cell is? Active cell Ƀુ ંછે? Selected cell Row Column Sheet A
Rows are identified by? Rows ક°વી ર�ત ેઓળખાય 

છે?
Numbers Letters Symbols Colors A

Columns are identified by? Columns ક°વી ર�ત ે
ઓળખાય છે?

Numbers Letters Symbols Colors B

Maximum columns in Excel 
2016?

Excel 2016 મા ંમહĂમ 
columns ક°ટલા?

256 1024 16384 65536 C



MS PowerPoint 2016 is used 
for?

MS PowerPoint 2016 નો 
ઉપયોગ શા માટ° થાય છે?

Typing Presentation Calculation Browsing B

PowerPoint file extension? PowerPoint ફાઇલȵુ ં
એƈƨટ°ƛશન Ƀુ ંછે?

.docx .xlsx .pptx .txt C

PowerPoint is developed by? PowerPoint કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Slide is? Slide Ƀુ ંછે? Page Document Presentation screen Workbook C
New slide shortcut key? New Slide માટ° શોટ½કટ ક�? Ctrl+N Ctrl+M Ctrl+S Ctrl+P B

Start slide show shortcut? Slide Show શĮ કરવાની 
શોટ½કટ ક�?

F2 F5 F7 F9 B

Normal view shows? Normal view મા ંɃુ ંદ°ખાય? Slides only Slides + notes Editing view Print view C

Which view is for printing? Printing માટ° કયો view છે? Normal Slide Sorter Reading Print B

Slide Sorter view is used for? Slide Sorter view નો 
ઉપયોગ?

Editing text Rearranging slides Printing Animation B

Notes Page is used for? Notes Page નો ઉપયોગ? Audience notes Presenter notes Design Animation B
Which tab is used to add 
animation?

Animation ઉમેરવા કયો tab? Home Insert Animations Design C

Transition is applied to? Transition ðા લાȤ ુપડ° છે? Text Object Slide Chart C

Animation is applied to? Animation ðા લાȤ ુપડ° છે? Slide Object Page Theme B

Which tab is used to insert 
picture?

Picture insert કરવા કયો 
tab?

Home Insert Design View B

Which tab is used to change 
theme?

Theme બદલવા કયો tab? Home Insert Design View C

Slide layout defines? Slide layout Ƀુ ંનï� કર° છે? Text only Object position Design Animation B

Duplicate slide shortcut? Duplicate slide માટ° શોટ½કટ? Ctrl+D Ctrl+C Ctrl+V Ctrl+M A

Delete slide shortcut? Slide delete કરવા ક�? Delete Backspace Ctrl+D Ctrl+X A



Which view runs full screen? Full screen view કયો? Normal Reading Slide Show Outline C

Which file format is slideshow? Slide show ફોમ±ટ કȻુ?ં PPTX PPSX PDF DOCX B

Which tab is used for slide 
show settings?

Slide show settings માટ° 
tab?

View Transitions Slide Show Animations C

Header and footer option is in? Header & Footer િવકƣપ ðા ં
છે?

Home Insert View Design B

Which is NOT view? View નથી કȻુ?ં Normal Slide Sorter Reading Typing D
Rehearse Timings is used for? Rehearse Timings નો 

ઉપયોગ?
Design Timing slides Animation Notes B

Which tab is used to record 
slide show?

Slide show record કરવા 
કયો tab?

View Slide Show Insert Design B

Which key ends slide show? Slide show બધં કરવા કઈ 
ક�?

Esc Enter Space Delete A

Which object shows data 
graphically?

ડ°ટાને ˴ા�ફકલી બતાવȱુ ં
ઓƞȐƈટ?

Table Chart TextBox Shape B

Which tab inserts shapes? Shapes insert કરવા કયો 
tab?

Home Insert Design View B

Master Slide controls? Slide Master Ƀુ ંિનયિં́ત કર° 
છે?

Animation Layout & theme Printing Notes B

MS PowerPoint 2016 is used 
for?

MS PowerPoint 2016 નો 
ઉપયોગ શા માટ° થાય છે?

Typing Presentation Calculation Browsing B

PowerPoint file extension? PowerPoint ફાઇલȵુ ં
એƈƨટ°ƛશન Ƀુ ંછે?

.docx .xlsx .pptx .txt C

PowerPoint is developed by? PowerPoint કોના Ďારા 
બનાવાȻુ ંછે?

Google Apple Microsoft IBM C

Slide is? Slide Ƀુ ંછે? Page Document Presentation screen Workbook C
New slide shortcut key? New Slide માટ° શોટ½કટ ક�? Ctrl+N Ctrl+M Ctrl+S Ctrl+P B

Start slide show shortcut? Slide Show શĮ કરવાની 
શોટ½કટ ક�?

F2 F5 F7 F9 B

Normal view shows? Normal view મા ંɃુ ંદ°ખાય? Slides only Slides + notes Editing view Print view C



Which view is for printing? Printing માટ° કયો view છે? Normal Slide Sorter Reading Print B

Slide Sorter view is used for? Slide Sorter view નો 
ઉપયોગ?

Editing text Rearranging slides Printing Animation B

Notes Page is used for? Notes Page નો ઉપયોગ? Audience notes Presenter notes Design Animation B
Which tab is used to add 
animation?

Animation ઉમેરવા કયો tab? Home Insert Animations Design C

Transition is applied to? Transition ðા લાȤ ુપડ° છે? Text Object Slide Chart C

Animation is applied to? Animation ðા લાȤ ુપડ° છે? Slide Object Page Theme B

Which tab is used to insert 
picture?

Picture insert કરવા કયો 
tab?

Home Insert Design View B

Which tab is used to change 
theme?

Theme બદલવા કયો tab? Home Insert Design View C

Slide layout defines? Slide layout Ƀુ ંનï� કર° છે? Text only Object position Design Animation B

Duplicate slide shortcut? Duplicate slide માટ° શોટ½કટ? Ctrl+D Ctrl+C Ctrl+V Ctrl+M A

Delete slide shortcut? Slide delete કરવા ક�? Delete Backspace Ctrl+D Ctrl+X A
Which view runs full screen? Full screen view કયો? Normal Reading Slide Show Outline C

Which file format is slideshow? Slide show ફોમ±ટ કȻુ?ં PPTX PPSX PDF DOCX B

Which tab is used for slide 
show settings?

Slide show settings માટ° 
tab?

View Transitions Slide Show Animations C

Header and footer option is in? Header & Footer િવકƣપ ðા ં
છે?

Home Insert View Design B

Which is NOT view? View નથી કȻુ?ં Normal Slide Sorter Reading Typing D
Rehearse Timings is used for? Rehearse Timings નો 

ઉપયોગ?
Design Timing slides Animation Notes B

Which tab is used to record 
slide show?

Slide show record કરવા 
કયો tab?

View Slide Show Insert Design B



Which key ends slide show? Slide show બધં કરવા કઈ 
ક�?

Esc Enter Space Delete A

Which object shows data 
graphically?

ડ°ટાને ˴ા�ફકલી બતાવȱુ ં
ઓƞȐƈટ?

Table Chart TextBox Shape B

Which tab inserts shapes? Shapes insert કરવા કયો 
tab?

Home Insert Design View B

Master Slide controls? Slide Master Ƀુ ંિનયિં́ત કર° 
છે?

Animation Layout & theme Printing Notes B

MS PowerPoint 2016 is used 
for?

MS PowerPoint 2016 નો 
ઉપયોગ શા માટ° થાય છે?

Typing Presentation Calculation Browsing B

PowerPoint file extension? PowerPoint ફાઇલȵુ ં
એƈƨટ°ƛશન Ƀુ ંછે?
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PowerPoint is developed by? PowerPoint કોના Ďારા 
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Slide is? Slide Ƀુ ંછે? Page Document Presentation screen Workbook C
New slide shortcut key? New Slide માટ° શોટ½કટ ક�? Ctrl+N Ctrl+M Ctrl+S Ctrl+P B

Start slide show shortcut? Slide Show શĮ કરવાની 
શોટ½કટ ક�?
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Normal view shows? Normal view મા ંɃુ ંદ°ખાય? Slides only Slides + notes Editing view Print view C

Which view is for printing? Printing માટ° કયો view છે? Normal Slide Sorter Reading Print B
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Animation ઉમેરવા કયો tab? Home Insert Animations Design C
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Which tab is used to change 
theme?

Theme બદલવા કયો tab? Home Insert Design View C

Slide layout defines? Slide layout Ƀુ ંનï� કર° છે? Text only Object position Design Animation B
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ક�?

Esc Enter Space Delete A

Which object shows data 
graphically?

ડ°ટાને ˴ા�ફકલી બતાવȱુ ં
ઓƞȐƈટ?

Table Chart TextBox Shape B

Which tab inserts shapes? Shapes insert કરવા કયો 
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Slide is? Slide Ƀુ ંછે? Page Document Presentation screen Workbook C
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